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Statewide Management, Accounting and Reporting Tool

State of Kansas
Closing a Grant

Date Created:

11/20/2013

Version:

1.0

Reason for Job aid:

This job aid describes how to close a grant in SMART. This is a
multi-step process that involves coordinating inactivating data that
resides in 3 separate modules in SMART: Project Costing,
Customer Contracts and Grants. The process should occur in the
following order:

1. Close the project and activities in Project Costing to
prevent any new transactions from being created.

2. Set the billing/revenue plans to “completed” on the
customer contract so no more reimbursement processing
will occur. Make sure all billable transactions have been
billed. Then, set the contract status to “closed” in the
Customer Contracts module.

3. Close the award in the Grants module.

Users must have these 3 roles in order to complete the end-to-
end process: Agency Projects Manager
Agency Customer Contracts Manager
Agency Grants Manager

1. Close the Project and
associated Activities.

Navigate to: Project Costing
> Project Definitions >
General Information

Enter for the Project ID you wish to close in the “Project” field and
click the Search button:

— Project Definitions -
= General Information
%HTS General Information
Organization Enter any information you have and click Search. Leave fields blank for a list of all values
Projects List
Project Initiation Find an Existing Value

Checklist
Project Milestones

[ Activity Definitions Business Unit: =T Q
[> Transaction Definitions Project: begins with + Q
[> Budgeting -~ -

I Cost Colleclion Description: begins with

[ Revenue Collection Program: = - Detail Project

[ Interactive Reports

[ Reports Processing Status: = A

1> Review Costs Include History Correct History Case Sensitive

[» Accounting

[ Assets

[> Third Party Integration Search | Clear | Basic Search Save Search Criteria

[ Utilities

= Project Costing Center _— .
= My Projects Find an Existing Value | Add a New Value

m

= Flexible Analysis User
=
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From the project “General
Information” tab, click the
“Project Status” link to
access the Status page.

- Organization

- Projeds List

- ProjectIntiation

Checklist

- Project Milestones
[ Activity Definitions
b Transaction Definitions
U Budgeting
b Cost Collection
b Revenue Collection
D Interactive Reports
b Reports
D Review Costs
D Accounting

Assels

U Third Party Integration

b Utilties

- Projedt Costing Center

- My Projects

- Flexible Analysis User
Defauft

- Flexible Analysis Template

- Maintain Preferences

Proposal Management

Waintenance Management

Resource Management

Lease Administration

Staffing

Travel and Expenses

Travel

111

Worklst

General Informati Project Costing Definition | _Manager Location Phases Approval | Justification
Project: Addto by Projects

*Description: | " ["]Program Processing Status:  Active /
ntegration: Q Project Status: Open

Project Type: @

Percent Complete: 0.00 AsOF:

Project Health: ~  Asot

Project Schedule

08/24/2012 5] 08/2312013 |5

“End Date:

Agditional Dates

Description

DatefTime Stamp:
Description:

10712 10:40:424M User ID: INOOLHS.

Long Description:

Save as Template| Copy Project |

Billing
Accounts Receivable
Accounts Payable

eSstilements
Assethianagement & Save | L Return to Search | +E] Previous in List | 48] Hextin List | b Refresh | Eadd| U ay | ) include History | B Correct History
IT Asset =

GoTo: MyProjects  ProjectValuation ProjectTeam  Project Acivifie Wore M

On the Status page, click the
+ button to add a new
effective-dated status row.

= Project Definitions
= Ceneral Information

Statu
= Organization
= Projects List
- Project Initiation
Checklist
= Praject Milestones
[ Activity Definitions
[> Transaction Definitions
I> Budgefing
I Cost Collection
[> Revenue Collection
[ Interactive Reports
I Repors
[> Review Costs
[> Accounting
Is Assets
> Third Party Integration
[ Utilities
- Project Costing Center
= Wy Projecis
= Flexible Analysis User
Default
= Elexible Analysis Template
= Maintain Preferences

Status

Project: Description: ¥4 . -

Project Status First [

Effective Date: Sequence:

* status: & Open

Priority:
Interest Calculation
Factor:

Comments:

Return to General Information

18 save | QReturnto Search | ] Previous n Lt | 4 Nextin List | [Z] wotty | s Retresn

| ] Include History

Proposal

Enter the following field data,
then click Save:

o Effective Date = date
of the project closure
e Status = C (Closed)

Oraanization
= Projects List
= ProjectInitiation
Checklist
- Project Milestones
[ Activity Definitions
(- Transaction Definitions:
[ Budgeting
(- Cost Collection
(- Revenue Collection
[ Interactive Reports
[- Reports.
(- Review Costs
(> Accounting

[ Third Party Integration

C Utilities:

= Project Costing Center

= Wy Projects

= Flexible Analysis User
Default

= Flexible Analysis Template

= Waintain Preferences

Pronosal

Status

Project:

Description: 44 . -

Project Status Fist (4] 1 0,2 1 fast

111202013 [ gaquen,

Effective Date:
“Status: [cla Closed
| Priority: 0
Interest Calculation
0.0
Factor:
Comments: A

Return to General Information

2 Save | 2\ Retum to Search |+ Previous i List | 4 Wextin List | (=] notity | 1 Refresn |

| 23 molude History
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Set the Billing and Revenue
Plans to “Completed” on the
Customer Contract.

Navigate to: Customer
Contracts > Create and
Amend > General
Information, and enter the
contract number you wish to
close in the “Contract” field
and click the Search button

Or, as shown at right, use the
arrow button to scroll to the
right for additional project
tabs and click on the “Rates”
tab. Then, click the link to the
contract number.

Scroll right:

General Information Project Costing Definition Manager Location Approval

Justification | User Fields D

Rates tab:

1 Phases Approval Justification | UserFields Rates Attachments  [JJ3)

Project: Description: ! -

Associated Contracts B First (414 ore [ 1ast

Sold To Rate
A Selection

Revenue Rate Set REIMBURSABLE| | Rate:

Activit Description

Billing

Save as Template | Copy Project

GoTo: v Projects ProjectValustion  ProjectTeam  Project Activities lore
Return to Project Costini
B Save | [ Returnto Search | 4[| Previous in List | 4] Nextin List | 72 Refresh ErAdd| FJupds

View/Add Rates _Update Activites

splay | 2 include History | &2 Correct History

Click the “Lines” tab on the
contract.

General Lines | Amendments
L
~ Qaanization Contract Number: . B Sold To Customer:
- Projeds List
- Proect Initiation Amendment Number: 0000000000 Contract Status: ACTIVE

Checklist

Workist

- Project Milestanes
> Activity Definitions

> Transaction Definitions
> Budgeting

b Cost Collection

> Revenue Collection

> Inferactive Reports

> Reports

b Review Costs

Amend Contract

Contract Lines
[ General T Detail T AmountDek

Customize | Find | \

-based contract Rate

GRANTS_AS_INCURRED Grants

Price Type Start Date End Date
0812412012 [ [08123/2013 [ Active

10f 1 [ Last

Status

> Accounting
> Assets GoTo:  Billing Plans
[> Third Party Integration

> Utilities
~ Project Costing Center =| @ save| QRetumitoSearch | [ oty

= My Projeds
~ Flexible Analysis User

Default

Revenue Plans Milestones Renewals

General | Lines | Amendments

JE UpdateDispla

Click the “Detail” tab from the
contract Lines tab.

General Lines | Amendments
Contract Number: B Sold To Customer: . -
Amendment Number: 0000000000 Contract Status: ACTIVE

Amend Contract

Contract Lines
[csan]  oown  TwAwwE

Line [Product

New Window | Help

First 4] 1 04 [ Last

) save | O Returnto Searcn | (=] oty

General | Lines | Amendments

1 GRANTS_AS_INCURRED Ready Ready Contract Terms ~ Distribution Internal Notes SRR S
GoTo:  Billing Plans RevenuePlans  Milestones Renewals More -
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Click the “Ready” link
underneath the “Billing Plan”
heading.

General Lines

Contract Number:

Amendment Humber:

Amendments

Home HutiChannel Console

New Window | Help

Sold To Customer:

0000000000 Contract Status: ACTIVE

Amend Contract

Contract Lines
General tail

T Amount Detai

Revenue Plan  |ContractTerms |Accounting Internal Notes | Ship to Customer Hame:

Customize | Find | view Alll Bl First [l 4 0f 1 ¥ Last

LOC Doc 1D

&) save | 2t Returnto Searen | [ oty

General | Lines | Amendments

1 GRANTS_AS_INCURRED Ready Ready Contract Terms ~ Distribution Internal Notes
GoTo:  Billing Plans Revenue Plans Milestones Renewals Wore -

From the “Billing Plan
General” tab, change the
Billing Status drop-down to

“Completed” and click Save
 Oraznization Contract: BlUnit:
- Projeds List
- Projedt Intiation Sold To Customer: - Bl To: -
Checkist ) .
ot Ilestones Billing Plan: B101 #s Incurred Currency: USD
[ Activity Definitions:
- Transaction Definitans Description: s Incy “Biling status:| Completed | _cancal
> Budgeting =
> Cost Collection Billing Method: A2 Incurrd
* Revenue Gollection Customer Information
b Interactive Reports
b Reports BI Unit; - Bill Currency: | Goniradt Currency
b SELE EEE Bill To Customer: ] - . Addr Num: 1 = Retainage Options
AT ltems previously held as
bLEEEs Bill To Contact: Retainages
1> Third Party Integration s W
[= Utilities il te-of %) Hol
Billing Optio!
- Project Costing Center L
- MvProjects Bill Type: E PreApproved  Billing Heads: ols Tolerance Options
~ Flexible Analysis User Directinvoice _ Inlemal Notes
Uit Bl Source: Preview Summarizstion Tempiate | e 5™
- Flesible Analysis Template Summarization mount: inal Bill
= Maintain Preferences I Tempiate ID
Propesal lianagement s
Resource Management Billing Default Overrides
Lease Administration .
= invoice Form: | STANDARD Cycle D Visw Customer Defauls|
Travel and Expenses Bill By ID: INTRACT Contract Interface
Travel Administration =
= Payment Method:
‘Accounts Receivable Payment Terms:
Accounts Payable e —
eSettiements L
Asset Management Billng Specialist:
IT Asset Management ~ |giing Autnoriy:
10. | Click the “Return to General
. -
nformation” link at the = Creste ana Amend
b ottom Of th e p ag e Biling Plan General | Evenis | TaxParameteis | _Hislory
Contract: BI Unit:
Sold To Customer: - BillTo: 4 -
Billing Plan: B101 As Incurred Currency: USD
Accig Dist
- As Incurred Acctg Description: Asin *Billing Status: Completed ~| _cancel
Distribution As Incurrd -
= CRM Acclq Distribution Billing Method:
~ Amendment Details Customer Information Transaction Options
= Process Amendments
~ Comract Sales oraers Bl Unit — Bill Currency: | Contract Currency
Bill To Custom: ) - " Addr Num: 1] = Retainage Options

I Determine Price and
Term:

s

1> Manage Progress
Paymen

> Update Gontract Progress

1> Schedule and Process.

Bill To Contact:

ltems previously held as
Refainages

e Bill Type: oM Pre Approved
> Review Revenue = i
- Forecast Revenue Bill Source: CONTRACT IRt Rvorce)
- Sechedule
Billing Template ID
anentilng Purchase Order:
I Adjust Revenue and _-,r>—————
Billing Billing Default Overrides
I Define Renewals R
» Schedule and Process [zl STANDARD Cycle ID:
Bill By ID: CONTRACT Contractinterface
Payment Method: -
Payment Terms:
Billing Inquiry:

Bill
Billng Options :

Write-off

Billing Header Note Tolerance Options
Internal Notes

Preview Summarization Template| | Minimum Bill

Amount:

Final Bill

View Customer Defaults

= My Confracts Billing Specialist:
» i e Biling Authority: /
|» Pricing G —
|o Customer Returs. Retur to General Information
[> Items.
|- Cost Accounting
[ 1B Save | 2\ Returnto Search | [ Notfy
| Purchasing
I Inventory Billing Plan General | Events | Tax Parameters | History

Page 4 of 7




11.

Click on the “Detail” tab

again. Then click the “Ready”

link underneath the
“Revenue Plan” heading.

Home Workist WuliChannel Console |

New Window | Help

General Lines Amendments
Contract Number: B Sold To Customer: - -
Amendment Number: 0000000001 Contract Status: ACTIVE

Amend Contract
Contract Lines

First M 4 o1 [H Last

Billing Plan Revenue Plan |C |Accounting Internal Notes | Ship to Customer Name LOC Doc ID
US Dept of Health and Human
1 GRANTS_AS_INCURRED Completed In Progress ContractTerms ~ Distribution Internal otes £ DEPLOMHEANN NG HUMAN, [Cgggypq
GoTo:  Eiling Plans RevenueFlans  Milestones Renewals More ~

) save | (2 Retum to Searen | [ oty s Add

General | Lines | Amendments

12.

From the “Revenue Plan”
tab, change the Plan Status
drop-down to “Completed”
and click Save.

e

Revenue Plan

Contract: - Business Unit: Currency: usD
Sold To Customer: s - GL Business Unit:
Revenue Plan: R101 GL Currency:
Description: As Incurrad “Plan Status:| Completed -
Recognition Method: As Incurred [“1Hold

Define Events By

Preview Revenue
Add Milestone

First [*) 1 0f 1 (2] Last

1 Date Pending 11/20/2013 Event Note [=]

Return to General Infarmation
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13.

Click the “Return to General
Information” link at the
bottom of the page.

e ————

Revenue Plan

Contract: Business Unit: Currency: usb
Sold To Customer: . - GL Business Unit:
Revenue Plan: R101 GL Currency: usD
Description: |hs Incurred *plan Status:| Completed -
Recognition Method: As Incurred [T Hold

Define Events By

Preview Revenue
Add Milestone

Event Detail Customize | Find | View # First [ 1014 [ Last
Event Event Type *Fcnt Status Accounting Date
1 Date Pending 111202013 Event Note =

Return to General Information

14.

Click the contract “General”
tab, then update the
“Contract Status” field to
“CLOSED". Click Save.

e

e

General Lines Amendments

Sz
Contract Humber: Sold To Customer: . "
Amendment Number: 0000000001 *Contract Status: [cLosED Q
Amend Contract Add to My Contracts
Description: - - —— Processing Status: Active
Contract Admin: |STATE Q Amendment Status Complete
Region Code: Business Unit:
Contract Type: GRANTS Contract Classification:  Standard
Currency Code: usp Last Amended: 08/05/2011
Exchange Rate Type: CRRNT Start Date: 101572010
Contract Signed: 10152010 End Date: 1011412011

Last Update Date/Time:  08/05/2011 8:07:25AM
Last Update User ID:
¥ Other Information

* Summary of Amounts

GoTe:  Billing Plans Revenue Plans k Renewals Iore -

& save | S Retumn to Search | [=] Notify |

General || ines | Amendments

15.

You may receive a warning
message that there are open
projects linked to the
contract. Either click “Cancel”
and complete Steps 1-4 for
all projects attached to the
contract, or click “OK” to
proceed with the contract
closure.

There are open projects linked to this Contract. Do you still want to close Contract? (9852 66)

Message on Closing Contract
OK Cancel |

Page 6 of 7



16.

Close the Grant Award.

Navigate to: Grants > Awards
> Award Profile, and search
for the Award ID you want to
close.

Or, as shown at right, expand
the “Other Information”
section on the “General” tab
of the customer contract and
click the “View Award
Profile” link.

e —

General Lines

Contract Number: Sold To Customer: -

Amendment Number: 0000000001 *Contract Status: CLOSED <
Add to My Contracts

Description: - - e Processing Status: Closed

Contract Admin: STATE Q Amendment Status Complste

Region Code: Business Unit:

Contract Type: GRANTS Contract Classification: Standard

Currency Code: usD Last Amended: 08/05/2011

Exchange Rate Type: CRRNT Start Date: 10/15/2010

Contract Signed: 10M5/2010 End Date: 101412011

Last Update Date/Time:

11/20/2013 3:06:53PM
Last Update User ID: -

Template Contract

Parent Contract:
Master Contract Master Contract:
Legal Review Complete Legal Entity: STATE
Credit Check Complete Purchase Order:
Contains Cotermination Lines Proposal ID: -

View Award Profile

» Summary of Amounts

GoTo:

Billing Plans Revenue Plans Milestones Renewals More Al

17.

On the “Award” tab, change
the “Status” drop-down value
to “Closed” and click Save.

H

Award Funding Resources Certifications Terms Milestones Key Words Funding Inquiry
Award ID:
Reference Award ‘
Humber:
Title: (1o . — Description
Award Pl ‘ . C, Reporting Role /
Sponsor: -
. status:  Closed h
Purpose: I Q
Award Type: Grant -
Proposal ID: ‘ Q
Version 1D: V101 Q
Start Date: 101512010 |[31] End Date: [10/14/2012 [

Wiew Contract View Proposal Additional Information Grant Administrator SponsorWebsite CFDA

Primary Project Pl: Hermes,Cynthia

Associated Project Customize | Find First 1 1 of 1 Xl Last

siness Unit

Project
el amm—

Description
ek b - e

GoTo: Sponsor Protocols Affributes  Department Credit Motepad Award Modifications

Return to Awards

B save | £\ Return to Search | +[E Previous in List | 4[] Next in List | [=] Notify I }y Refresh
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